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17 December 1963 


MONETARY BRANCH OPERATING PROCEDURE: 

GOWIDifitfllAlj 

SUBJECT: Processing of Checks Received by the Monetary Branch 


, - 1 ' ' fhe f °ll°-wing procedure is established to nrocess personal 

cnecks received by the Monetary Branch: 

a. All checks received from Field Stations and accompanvi n p 
documents will be delivered to the Secretary, Monetary Branch, "she 

1 lD ^ in tne check log, incoming checks reflecting the transmitting 
documenu number, T-A number, number of checks and dollar value. The 
station code number will be added in pencil to the back of each check 
uo- identify the sending station. However, when only one portion of the 
uransmiut al is received, it will be held until the matching document is 
"ecej.vea . — When .8. portion of the transmittal is overdue, the Chief, 

_____ — — . — ‘ r Hl l 16 requested to communicate with the station or the 

xoreign division concerned to locate the missing portion of the trans- 
mn. oval . 


b \ mien the above processing has been completed the checks 
ana accompanlng documents will be delivered to a teller in the I ~ 

_l •*- be Waller will tape the checks and prepare a receipt 
receipt for the checks will debit account 01-1010 and 


; :or them. The 


credit 


account lko.9 or other appropriate accounts. 


e. The Chief 
checks against his cash 
stations and over 


£ 


Jwlll verify the tellers 

1 lot ter for checks received both from overseas 
. , „ , , the c °unter. After verification of the monetary value 

)X ohe cnecks, the checks vail he reviewed for correctness in preparation 


i.e. 


date 


O -i- 


nature, and that both the written and the numerical 


amounts are the seme. The checks will then be appropriately endorsed 
saped, v ouchered and deposit slips prepared. “ 


The Chief, 


jiall have full responsibility for the correctness of the checks 


deposit slips and vouchers . 


required by the 


u. me completed package will he tunned over to the 
lor deposit to the approaw iato bard^ -aeeetaaffc-* — be 


90' 


paeMmcHt 

J Ha v ;• 

| rj Becks. 9 do- 

C k" -i ;; 

•p 1 : $ 0 OCT 


s f e 
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e. Checks that have been rejected by the bank -wi ll be 
purchased from the bank by the I 


Mil turn all such checks over 


The Chief,) 


to the Chief, 

]who will be responsible for securing new checks or collecting 
on the bad checks when the checks were received over the counter. If 
the checks have be en received fro m Field Stations, they will be turned 


over to the Chief, 
station. 


The 


will 


for transmittal to the appropriate 
transmit the ba d checks and charge 

Jill not prepare a T/A- 


the station concerned . The 
Form ilb9h on checks to be returned to the Field' Station. 
Posting Voucher 


which will be obtained from 
and the voucher certified by me 


" A "White” 

Form #606 will be prepare d reflecting the t/a number 

when the check is delivered, 
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